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INTRODUCTION 
PURPOSE 
 
The Guam Museum’s Collection Management Plan (CMP) is intended to establish the necessary 
policies and guidelines for collections management activities.  The CMP represents the legal and 
ethical responsibilities to collections stewardship summarizing standard procedures and the 
responsibilities of related personnel. 
 
The Museum’s mission statement, vision, and goals serve as a foundation for the development 
of the CMP.  Supplementary materials and forms will aid in the implementation of the CMP. 
 
 
MISSION STATEMENT 
 
Our mission is to foster a greater understanding of the Chamorro culture and the art, history, and 
natural environment of Guam. 
 
 
VISION STATEMENT 
 
We envision a future where all people understand and celebrate Guam’s cultural heritage and 
natural history, and use that knowledge to insure the future.  Core values drive an institution 
strategy and decisions and contribute in a definitive manner to its success.  The very culture of 
the organization is determined by its value and philosophy. 
 
The Guam Museum values and is committed to: 
 

• Programming excellence resulting in inspiration outcomes 
• A culture of respect and harmony 
• Education as a primary mandate 
• Trust and confidence 
• Authenticity and respect for knowledge and scholarship 
• Honesty, integrity, and the highest professional standards 
• Public accountability and operational transparency 
• Responsible stewardship of all resources 

 
 
MUSEUM HISTORY 
 
The Guam Museum was established in 1932 when Governor Edmund Root authorized the use of 
a small building at the Plaza de España.  Originally operated by the American Legion Mid-Pacific 
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Post 1, the museum would soon undergo several transformations 
due to historic and natural events. 
 
In 1969, under Governor Manuel L. Guerrero, a public law 
designated the Guam Museum as the official depository and 
custodian of Guam artifacts.  By 1992, the Guam Museum 
separated from the Public Library and became a line agency of the 
government. 
 
In 1999, Public Law 25-69 created the Department of Chamorro 
Affairs (DCA), and the Guam Museum was incorporated as a division 
of DCA. 
 
The Guam Museum Foundation was incorporated in 2006.  Governor Eddie Calvo directed the 
building of the new museum to be located in Skinner Plaza and be renamed in honor of former 
Senator and Museum Director Tony Palomo.  Officially named the Senator Antonio M. “Tony” 
Palomo Guam Museum and Chamorro Educational Facility, the museum currently has more than 
250,000 unique artifacts, documents, and photographs in its collections. 
 
 

CODE OF ETHICS 
 
The Guam Museum recognizes its fiduciary responsibilities towards preserving, educating, and 
managing the existing and future collections material for the good of the community it serves.  
The Museum is under ethical obligation to maintain these responsibilities to the highest legal and 
moral standards. 
 
The Board of Trustees and the Guam Museum staff members shall adhere to a Code of Ethics as 
outlined below by the American Alliance of Museums and International Council of Museums. 
 
The American Alliance of Museums’ Standards Regarding Collections Stewardship1 and the 
International Council of Museums’ Code of Ethics for Museums2 serve as guides and basic 
foundation for the practices prescribed in this Collections Management Plan.  It is the Board of 
Trustees and the Guam Museum staff members’ responsibility for implementing these standards.  
All Guam Museum personnel with duties related to collection material will be expected to 
acknowledge the standards of ethics and Standards for Professional Conduct as outlined below. 
 
 
STANDARDS FOR PROFESSIONAL CONDUCT 
 

                                                      
1 http://www.aam-us.org/resources/ethics-standards-and-best-practices/collections-stewardship 
2 http://icom.museum/fileadmin/user_upload/pdf/Codes/code_ethics2013_eng.pdf 

Governor of 
Guam

Department of 
Chamorro Affairs

Board of 
Advisors (Kosas)

Guam Museum
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Board members and Museum staff must abide by the standards of professional conduct in 
regards to the following: 
 
Ownership of intellectual property: The Museum will be mindful of intellectual property rights 
retained over certain objects.  Rights may include Copyright, Privacy Rights, Publicity Rights, and 
Visual Artists Rights.  The Museum expects its Board and staff to recognize state and federal laws 
regarding these intellectual property rights as it relates to the Museum’s collection. 
 
Conflicts of Interest Disclosure: All Museum staff and Board members are expected to fully 
disclose matters of conflicts of interest as it relates to the Museum collection.  A perceived or 
actual conflict of interest in any capacity related to collections management activities could result 
in legal or political implications. 
 
Personal Gifts: No Board or Museum staff member will accept personal gifts that may affect an 
employee’s judgment or have reasonable influence that may greatly benefit the gift giver. 
 
Appraisals: Individuals may come to the Guam Museum seeking appraisals and/or identification 
of personal objects.  Staff may not act in the interest of the Museum while appraising objects 
that may be donated to the Guam Museum.  All appraisals shall be done by an independent 
appraiser. 
 
Outside Employment: The Museum recognizes the mutual benefits from other forms of 
employment, including writing, consulting, teaching, and lecturing.  Outside employment must 
not put the employee in a position which compromises the Guam Museum’s dignity and integrity.  
These outside duties must not interfere with regular Museum obligations.  Some exceptions may 
include volunteer work.  Any Board of Museum staff member choosing to engage in volunteer 
activities must represent themselves in a manner that does not reflect negatively on the 
Museum.  Volunteers must also fully disclose that their actions or ideas are not representative of 
the Guam Museum. 
 
Service on Other Boards: Board members may serve on other Boards, but must excuse 
himself/herself from any activity that may present as a conflict of interest. 
 
 

GOVERNANCE 
 
The Department of Chamorro Affairs is a branch of the government of Guam representing the 
Chamorro community, its people, and culture.  The Guam Museum falls under the jurisdiction of 
the Department of Chamorro Affairs, the DCA President, and its Board of Trustees.  It is ultimately 
the Board of Trustees’ responsibility to uphold the policies and procedures as outlined by this 
Collections Management Plan.  
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The DCA Board of Advisors is entrusted with advising final decisions regarding collections 
management activities.  Objects of significant cultural or monetary value (exceeding $5,000 in 
estimated appraised value) or of sensitive nature requires the Board of Trustees to officially 
accept or decline gifts/bequests or deaccession with the guidance and recommendations of the 
Board of Advisors. 
 
The Curator and Board of Advisors will use best judgement in determining when objects should 
be presented to the DCA Board of Trustees. 
 
 
MUSEUM BOARDS AND STAFF 
 
DCA Board of Trustees: Operating under the Department of Chamorro Affairs and overseen by 
the DCA President, the DCA Board of Trustees serves the Museum in a leadership role when 
necessary and appropriate.  Acquisitions, accessions, deaccessions, or disposals of objects with a 
monetary value exceeding $5,000 or with significant cultural value will be subjected to 
examination by the Board of Trustees before issuance of a final approval as proposed by the 
Board of Advisors. 
 
Board of Advisors (Kosas): The Board of Advisors is a five (5) member board of appointed 
representatives with an annually appointed Chairperson and Vice Chairperson.  The Board of 
Advisors will be responsible for the discussion, proposals, and decisions of the following activities: 
acquisitions, accessions, deaccessions, disposals, loans, and other miscellaneous collecting 
activities.  The Board of Advisors will meet at least once a month or in a special session as called 
upon by the Chairperson.  See Guam Public Law 25-69 Section 87136 and 87137 for operational 
details. 
 
Museum Director: The Museum Director is responsible for daily Museum operations and serves 
as a liaison between the Museum and the Board of Trustees.  The Director is responsible for 
delegating overall staff and department responsibility to ensure that this policy is properly 
implemented. 
 
Curator: The Curator is responsible for all initial decisions and review related to collections 
management activities, and the implementation of all final decisions proposed and approved by 
the Board of Advisors or the Board of Trustees.  The Curator will be responsible for determining 
the value (monetary or cultural) of objects.  This act will determine when objects shall be brought 
forth to the Board of Trustees regarding specific approvals regarding collections activities. 
 
Docents and Volunteers: Docents and volunteers may be assigned to assist the Curator in 
collections activities.  Volunteers must follow the same standards of ethics as permanent and 
temporary Museum staff. 
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AUTHORITY CHARTS 
 
Acquisition, accession, deaccession, and disposal decisions of 
objects exceeding $5,000 in monetary value and/or of cultural 
sensitive material will follow the authority chart.  The final 
decisions and/or veto determined by the Board of Trustees will 
be enacted under the signature of the Board of Trustees 
President. 
 
Acquisition, accession, deaccession, and disposal decisions of 
objects below $5,000 in monetary value will follow the 
authority chart.  The final decisions proposed by the Board of 
Advisors will be enacted under the signature of the Board of 
Advisors Chairperson and the Museum Director or Curator. 
 
 

COLLECTIONS OVERVIEW 
 
The Guam Museum collects, preserves, displays, and interprets collections representing 
archaeology, natural history, ethnology, history, and art.  The Museum’s existing collection is best 
represented by individual categories as outlined below. 
 
Permanent Collection: Objects found in the Museum’s collections that are held in the public’s 
trust and support the Museum’s mission statement.  All objects in the Museum’s permanent 
collection shall be accessioned and held to the highest level of care and integrity.  Objects within 
the Permanent Collection are acquired through donation, bequest, or transfer.  All objects 
acquired for the purpose of entering the Permanent Collection will follow the authorities as 
outlined above in Governance and in the Acquisition and Accession section. 
 
Education Collection: Objects that are used for in-house and traveling educational programs that 
include hands-on, up-close exploration.  The Education Collection may travel for educational 
programs and may not be accessioned, but may be cataloged for tracking purposes.  These 
objects may comprise mostly of reproductions or objects of low monetary or historic value.  
These objects are not required to adhere to the Museum’s mission statement and may not fit 
within the permanent collection, but hold value in their educational purposes.  Objects may be 
deaccessioned from the permanent collection and transferred into the education collection.  
Objects may be removed from the educational collection if the piece is irreparable or no longer 
relevant to the use of the education department.  Objects are acquired through donation, 
bequest, or transfer and may be accepted with the approval of the Curator. 
 
Temporary Collection: Objects that are left in the care of the Museum for a limited period of 
time.  Objects will not be accessioned into the collection and are maintained by standards 
outlined in specific agreements.  These objects may be brought into the Museum through a 

Board of Advisors 
(Kosas)

Museum 
Director Curator

DCA Board of 
Trustees

Board of Advisors 
(Kosas)

Museum 
Director Curator
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means of an incoming loan, research object, or potential permanent collection object.  All objects 
accepted into the Museum with the intention of entering the Temporary Collection will follow 
the guidelines as outlined in each activity; for example, Outgoing Loans with objects exceeding a 
monetary value of $5,000 will require the approval from the Museum Director. 
 
*Human Remains: Unmarked human remains uncovered during archaeological excavations and 
surveys remain temporarily stored with the Guam Museum.  Guam Public Law 21-104 enacts the 
establishment of the Chamorro Shrine, “Nåftan Mañaina-ta,” for the reinternment of these 
remains.  The Guam Museum will categorize human remains within the Temporary Collection for 
the eventual reburial at the behest of the Department of Parks and Recreation. 
 
Depository Collection: Objects owned by the Government of Guam, but held in the care of the 
Guam Museum.  Guam Title 21 Chapter 76, Section § 76212 specifies that “All prehistoric and 
historic properties shall be returned to the people of Guam, with the Guam Museum serving as 
the depository for said properties.”  Elsewhere in Chapter 76, prehistoric and historic properties 
are defined to include artifacts of potential value.  Accordingly, large numbers of artifacts derived 
from archaeological investigations, conducted in accordance with Guam and Federal cultural 
resource management requirements, have been deposited to the Guam Museum.  These 
Depository Collections currently account for approximately 70 percent of the volume of materials 
currently under the jurisdiction of the Guam Museum.  The specific types of material included in 
Museum’s Depository Collection include artifacts, latte stones, lusong, soil samples, 
photographs, field notes, and other documentation of pertinent information.  Many of the older 
Depository Collections have no associated records.  Human skeletal material is often included in 
the materials derived from archaeological investigations, but due to the Guam law requiring the 
reburial of skeletal material, these collections shall be considered Temporary Collections. 
 
All materials included within the Depository Collection may be curated for research purposes and 
may be given unique tracking numbers, but are not to be accessioned as part of the Permanent 
Collection.  Specific materials from the Depository Collection may be accessioned into the 
Permanent Collection based upon their status as unique specimens, display value, or significance.  
Materials within the Depository Collection will be treated in accordance with the same policies 
and standards of care as outlined below with exceptions as noted. 
 
The Guam Museum shall establish minimal standards of condition, packaging, and 
documentation of materials to be accepted into the Depository Collection. 
 
Archival Collection: Records of historical and administrative value to the Museum.  These records 
may include correspondence and memos, minutes, financial records, reports, architectural plans 
ad blueprints, documentary photographs and negatives, film, audio and videotapes, and 
publications created by the museum.  The Archival Collection also contains a fair amount of 
acquired records that include papers of individuals or organizations.  Some acquired records 
support the Museum’s Permanent Collection adding research value and support to exhibitions 
and educational programs.  The archival collection is currently under the custody of the Guam 
Museum’s Collection Department with the intention of being transferred to an archival division. 
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COLLECTION COMPOSITION 
 
The following square footage is an approximate representation of each collection category, given 
that an official estimation cannot be concluded without a detailed assessment of the entire 
collection and a complete inventory. 
 

• Permanent Collection: 2,000 cubic feet +/- 20 percent 
• Education Collection: 10 cubic feet +/- 10 percent 
• Temporary and Depository Collection: 3,000 cubic feet +/- 20 percent3 
• Archival collection: 300 cubic feet +/- 20 percent 

 
 

ACQUISITION AND ACCESSION 
 
GENERAL PRINCIPLES 
 
Defining Acquisition and Accession: Accessioning is the two-part process for adding objects into 
the Permanent Collection in which acquisition is (1) the transfer of legal title to the Museum, and 
(2) the formal acceptance of the object by recording and processing [assigning a number] the 
object. 
 
The Guam Museum recognizes the importance of acquiring objects for the sake of enriching the 
Museum’s Permanent, Educational, and Archival collections.  All objects entering the Museum 
must follow the Criteria for Acquisition.  Appropriate steps for acquisitions are described in 
Procedures for Acquisitions. 
 
No object will be accepted by a Museum staff member without signed Temporary Custody 
Agreement.  An unsolicited object physically left at the Guam Museum will be considered 
abandoned property.  See Objects in Custody. 
 
Accessioned objects will be under legal care and stewardship of the Museum.  The Museum will 
attempt to bear full ownership and complete title of formally accessioned objects and will exhibit, 
loan, or dispose of the object as the Museum sees fit under the service of the public.  Objects 
acquired by the Museum will not be used for the purpose or intention of sale, trade, or other 
means of immediate disposal from the institution.  

                                                      
3 Estimated data includes Depository Collection 
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A gift is considered complete when it has the following documentation: Deed of Gift or letter 
with the intention to donate, physical receipt of the object by the Museum (Incoming Object 
Receipt or Shipping Receipt), and a letter of acceptance of the gift the Curator to the donor. 
 
 
METHODS OF ACQUISITION 
 

• Bequest: An object left or given through a transfer of title under the will of a deceased 
donor. 

• Donation/Gift: An object left or given through the transfer of title during the life of the 
donor. 

• Purchase: An object with title obtained through direct purchase, auction, bargain sale, 
exchange, or commission. 

• Conversion: See “Old Loans.”  Objects that have been abandoned or left unclaimed by 
owners. 

• Deposit: Refers to public property, prehistoric or historic, uncovered during 
archaeological activities or through other means within the territorial limits of the island 
of Guam.  By law, such property is claimed by the people of Guam for which the Guam 
Museum acts as a main depository. 

 
 
CRITERIA FOR ACQUISITIONS 
 

• Relevance: Objects under consideration for acquisition must offer enhancement and be 
original to the Museum’s collection and fit under the Museum’s collecting goals and 
overall institutional vision.  Objects that may be a duplicate of other objects currently in 
the collection must be have justifiable means for acquisition. 

• Title and Provenience: Objects must exhibit clear title and provenience.  The Museum will 
not accept any object into the collection if the title or provenience is unestablished or 
restricted.  Clear provenience safeguards the Guam Museum against potentially looted 
or stolen archaeological material from entry into the Museum.  Objects accessioned into 
the Museum must be able to transfer full title to the Museum unless under special 
permission by the Museum Director after review from the Board of Advisors. 

• Funding: The Museum shall be able to proper provide the funding and resources for 
appropriate storage, preservation, and exhibit of the object in question.  The Curator will 
be responsible for the estimation of storage needs and costs.  A Conservator may be 
consulted for the estimation of conservator needs and costs.  In the event of an 
acquisition via purchase, the price asked shall be reasonable. 

• Condition: The object in review must be in sound, stable condition or not require 
extensive conservation work in order to maintain its value to the Museum.  The object 
must not pose a hazardous risk to the health of humans or other collections. 
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• Provenance Research: The Museum must be able to establish ownership by actively 
researching an object’s provenance.  Provenance will help establish a historical reference 
and value of the object. 

• No Restrictions: Objects must not have restrictions for its use by the Museum; this 
includes any copyright or trademark issues.  Exceptions may be brought forth to the Board 
of Advisors with approval from the Museum Director. 

• Ramifications: The Museum will not accept objects that may harbor any moral, legal, or 
ethical implications.  The object must not violate any applicable state, national, or 
international laws or conventions. 

 
 
CULTURALLY SENSITIVE MATERIAL 
 
The Guam Museum will make every attempt to ethically manage culturally sensitive objects and 
comply with any or all laws regarding this type of material.  Individuals with particular interests 
in culturally sensitive material may request alternative ways of identifying, storing, exhibiting, or 
treating sensitive objects in a manner that is respectful to the culture in question.  Culturally 
sensitive material will not be actively sought or acquired. 
 
As stated in Collections Overview, human remains will not be accessioned as they will be subject 
to reburial per Public Law 21-104.  Reburials will follow Department of Parks and Recreation 
General Guidelines for Archaeological Burials.4 
 
 
AUTHORITIES 
 
Initial Acquisition Review 
 
The Curator is responsible for the initial review of the acquired object(s).  Both the Director and 
Curator must agree on the significance and importance of the object’s acquisition by means of 
cultural, educational, research, or social value before presenting to the Board of Advisors.  The 
Curator and Director will complete an Acquisition Review form to initialize a documentation trail 
and the process of acquisition review before the Board of Advisors. 
 
Accepting Objects for Acquisition 
 
Objects offered by donors may not under any circumstances be accepted by Museum staff 
members with exceptions to the Curator and/or the Museum Director.  If the object appears to 
have potential value, only the Museum Director and Curator may accept the object on the 

                                                      
4 https://historicguam.org/PDF/LawsRegsGuides/BurialGuidelines/DPR_EO_89-
24_GenGdlnArchBurials_Mar2010_IV_Amd.pdf 
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grounds of Temporary Custody Agreement.  This object will proceed with the steps of acquisition 
for review through Board of Advisors. 
 
Documentation 
 
The Curator will be responsible for all acquisition and accession documentation, including the 
creation of an acquisition file, drafting Temporary Custody Agreements, Deed of Gifts, Condition 
Reports, acceptance letters, assigning temporary and accession numbers to objects, etc.  The 
Curator will do his/her best in marking documentation with appropriate object numbers or lot 
numbers. 
 
Final Acquisitions/Accession Review 
 
The final decision for accepting an acquisition and recommending an object for accessioning will 
be approved by the Board of Advisors.  The Board of Trustees will oversee the approval of objects 
requiring special attention due to exceptional financial value or cultural sensitivity. 
 
Review Schedule 
 
It is the Board of Advisors responsibility to review the object(s) recommended for acquisition and 
accession as presented by the Curator during their monthly meeting.  The Board of Trustees will 
meet to discuss decisions regarding significant acquisitions and accessions as needed. 
 
 
PROCEDURE FOR ACQUISITION 
 

1. The Curator conducts a curatorial review necessary for the preliminary assessment in the 
acquisition of an object.  The Curator may fill out an Acquisition Review form to assist in 
the initial evaluation.  See Methods of Acquisition listed above in General Principles. 

2. The Curator will notify the potential donor of interest and intent to acquire the object, 
but will maintain that the final decision for acceptance rests on the Board of Advisors. 

3. The potential donor will complete a Donor Questionnaire and may provide a photograph 
to aid in the initial evaluation. 

4. The Curator must be able to justify the significant value and importance of the object’s 
acquisition by means of cultural, educational, or social value. 

5. The Curator will begin to organize the object’s transportation to the Museum (donors are 
responsible for all costs of shipping).  A Temporary Custody Agreement will be drafted 
and signed by the donor before physically accepting the object into the Museum.  See 
Procedures for Receiving Objects for Temporary Custody for more details. 

6. The Curator will be responsible for the creation of an Acquisition file (will later be turned 
into the Accession file if accepted). 

7. A Deed of Gift is also drafted upon the retrieval or reception of the object.  The date of 
the Deed of Gift will suffice as the date of acquisition for documentation. 
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8. More extensive research on provenance will be conducted on the object and a brief 
analysis conducted by the Curator for costs for the maintenance of the object (storage, 
preservation, exhibit needs).  Conservators may be consulted to analyze the estimate 
costs for preservation and conservation if necessary. 

9. Curator recommends acquisition to the Board of Advisors by drafting a proposal outlining 
the justifications behind the decision for recommendation.  The Board of Advisors reviews 
the recommendation based on the Criteria for Acquisitions. 

10. If the object has been approved for accession, the Curator shall draft a letter of 
acceptance and send a Deed of Gift to be signed by the donor and sent back to the 
museum.  If the object was acquired as a purchase, warranty of title and indemnification 
agreement shall be executed.  If the object is rejected, the object is returned to the donor. 

11. Objects exceeding a determined monetary value or of culturally sensitive material must 
be approved by the Board of Trustees with appropriate signature from the Board 
President. 

12. Move to process of formal Accession. 
 
 
PROCEDURE FOR ACCESSION 
 

1. The Acquisition file becomes the Accession file. 
2. Any object leaving the Curation lab space shall be subjected to pre-entry activities; see 

Procedure for Incoming Object Processing. 
3. The Curator will be responsible for assigning accession numbers using a ledger or 

spreadsheet for recording all assigned numbers; see Numbering System. 
4. The Collections Department will gather all gift or purchase documents and record the 

newly assigned accession number. 
5. The Collections Department will catalog the object by entering data into PastPerfect.  

Most information can be found on an Incoming Object Worksheet, if available. 
6. If possible, a printed version of the PastPerfect catalog record for the object will be placed 

into the Accession file. 
7. The accessioned object will be physically labeled and photographed. 
8. A photograph of the object will be attached to its catalog record in PastPerfect. 
9. The object will be packed for storage and placed in its permanent storage location. 
10. Permanent location will be updated into the object record in PastPerfect. 
11. The Curator must check the Accession file to ensure compliance to the Collections 

Management Plan, along with checking all appropriate documentation are in file. 
 
 
PROCEDURE FOR INCOMING OBJECT PROCESSING 
 

1. Object should be tagged with a temporary number (see Numbering System) and date of 
acquisition, and be inspected for any condition weaknesses (i.e., insect activity, mold, 
structural damage, etc.) 
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2. Conduct a full condition report of the item. 
3. The Collections Department will take a simple photograph of the front and back or any 

exceptional detail. 
4. Complete cataloging into PastPerfect to record information detailing description, 

measurements, and materials along with dates and donor information.  This may be 
recorded on a hardcopy if appropriate. 

5. Determine best course of action (use of the freezer or the creation of an anoxic 
environment) prior to introducing the object to other parts of the Museum collection. 

a. Wrap object in plastic and note on clipboard when item entered freezer or placed 
in isolation 

b. Remove after at least one week 
c. Inspect items again for any noticeable changes 

6. Note on worksheet conservation actions taken and dates. 
 
 

DEACCESSION AND DISPOSAL 
 
GENERAL PRINCIPLES 
 
Defining Deaccession and Disposal: Deaccessioning an object is the formal removal of an object 
and its title from the Museum’s collection.  Disposal is the means for which the object is physically 
removed from the Museum’s collection. 
 
The act of deaccessioning and disposing of any object under the care of the Guam Museum is a 
sensitive and sometimes necessary act.  The Guam Museum carefully abides by the procedures 
for deaccessioning objects as outlined within this Collections Management Plan.  It is never the 
Museum’s intended goal to deaccession and dispose of items within the collection, but the 
Museum recognizes that these actions are necessary to sustain a strong collection for the 
betterment of the Museum and the collection held in trust. 
 
Objects recommended for deaccession will do so under the harshest scrutiny and must meet one 
of the justifications as listed under Criteria for Deaccession.  Objects recommended for 
deaccession will be allotted a grace period of thirty (30) days between the time of the final 
deaccession recommendation approved by the Board of Advisors and its confirmed disposal at 
the following Board of Advisors meeting. 
 
The means of disposal are not limited to Methods of Disposal as listed below and may require 
action outside of the list, but must meet the approval of the Board of Advisors.  At the decision 
of deaccession, if not already approved for a method of disposal, the Curator is responsible for 
researching and recommending one.  Each deaccessioned object must be offered the courtesy of 
receiving dedicated research into the best means of disposal. 
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Objects recommended for deaccession and/or disposal exceeding a determined monetary value 
or of culturally sensitive material must be approved by the Board of Trustees with appropriate 
signature from the Board President. 
 
Deposited materials may be subjected to disposal by following appropriate statutes and laws 
regulated by Guam legislature. 
 
As a general rule, the funds retrieved from the deaccession and disposal of any object shall not 
be used to cover any capital or operating costs.  Funds may only be used towards the care or 
enhancement of the Museum’s collection; this may include costs regarding conservation care, 
purchase of superior objects, storage needs, etc. 
 
The Guam Museum may wish to disclose to the public recent deaccessions to avoid any 
repercussions.  The Museum website is an appropriate means for public disclosure and may 
include an annual list of objects deaccessioned. 
 
The Guam Museum must do its best to document the entire procedure in the process of 
deaccession.  The Museum will follow the Code of Ethics as outlined by American Alliance of 
Museums when it comes to all deaccessioning and disposal activity. 
 
 
AUTHORITIES 
 
Initial Deaccession Review 
 
The Curator is responsible for making the initial recommendation and drafting the means of 
justification for deaccession.  The Curator will be responsible for presenting a proposal to the 
Board of Advisors outlining the initial recommendation. 
 
Final Deaccession and Disposal Decision 
 
It is the role of the Board of Advisors to unanimously vote in favor for deaccession and disposal 
approval.  The Board of Trustees will oversee the decision to deaccession and dispose of objects 
requiring special attention due to exceptional financial value or cultural sensitivity. 
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Review Schedule 
 
It is the Board of Advisors’ responsibility to review the object(s) recommended for deaccession 
as presented by the Curator during their monthly meeting. 
 
If approved for deaccession, the Curator will work towards the process of officially 
deaccessioning the object(s) from the collection.  The Curator will work towards the best method 
of disposal, which will be presented to the Board of Advisors for approval. 
 
Methods of Disposal 
 
Methods of disposal are to be researched and recommended by the Curator.  The Curator is 
responsible for presenting the recommendation to the Board of Advisors.  The Board of Advisors 
has the power for final approval or rejection of such method.  Exceptions include objects of 
significant value, which require approval from the Board of Trustees. 
 
Documentation 
 
The Curator is responsible for all documentation related to the deaccession and disposal of an 
object in the Museum.  This includes maintaining and updating PastPerfect and hard copy 
documentation, including the Accession file, to reflect the changes and courses of action 
determined during the deaccession process. 
 
 
CRITERIA FOR DEACCESSION 
 

• Irrelevance: The object no longer fits into or is consistent with the Museum’s goals, vision, 
or scope of collection. 

• Poor Condition: The object is no longer of good quality and cannot serve its purpose 
within the Museum’s collection, and/or funds cannot be secured to properly store or 
conserve the object.  The benefit of deaccessioning an object in poor condition outweighs 
the benefit to using funds towards conservation efforts. 

• Duplicate: The object is duplicated within the collection to the extent that its value is no 
longer of any significance.  To fit under this criterion, the duplicate of this object must be 
of superior quality and of equal or greater value. 

• Authenticity: The object has been determined to have illegitimate provenance and 
entered the Museum under false pretense.  The object could also have been forged or 
misrepresented. 

• Repatriation/Return to donor: Certain statutes and regulations require that certain 
property be repatriate or returned to its original owner/donor.  This includes any objects 
that are found to belong to a different collection at a different institution. 
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• Donor restrictions: The object may have contractual donor restrictions that make the 
Museum’s retention of the object impossible.  Should the Museum be unable to comply 
with these restrictions, the object must be returned to the donor. 

• Hazardous: The object presents hazards to the rest of the Museum’s collection and/or 
staff. 

• Lost, Stolen, or Unrecovered: Objects that can no longer be physically accounted for 
whether because they have been lost, stolen, or unrecovered.  The Museum must make 
every attempt to search for any objects declared lost or unrecovered before proceeding 
with the deaccession process. 

 
 
REPATRIATION 
 
The Museum will respect Guam law in regards to appropriate repatriation legislation.  Objects 
subjected to repatriation may involve sacred objects or human remains.  The Museum will 
function on a case-by-case basis with objects involved in repatriation activity. 
 
 
DESTRUCTIVE SAMPLING 
 
Defining Destructive Sampling: Specimens subjected to destructive sampling involves the scientific 
analysis in which invasive methods are used and may result in destruction or alteration of all or 
part of the specimen. 
 
The Guam Museum recognizes its role in the research community and submits to appropriate 
requests for samples for analysis.  The Board of Advisors must be consulted on all requests 
regarding destructive sampling and will have authority to recommend to the Board of Trustees 
whether to approve or deny requests.  Ultimately the Board of Trustees under the signature of 
the Board President will make the final decision regarding Destructive Sampling. 
 
A Research/Destructive Sample Request form must be completed for any consideration of 
approval by the Board of Advisors.  Once obtained, the Board of Advisors will follow the Criteria 
for Destructive Sampling when deciding on whether to approve requests for Destructive 
Sampling.  All requests must be made at least two (2) months in advance. 
 
 
CRITERIA FOR DESTRUCTIVE SAMPLING 
 

• The provided research proposal and details, along with the researcher or researching 
institution, are valid, appropriate, and authentic. 

• The methods and techniques proposed for the sampling is the least intrusive and 
destructive means of obtaining analysis for research purposes. 
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• The sample can only be obtained by the Guam Museum, and therefore, participation and 
cooperation by the Museum is necessary. 

• The researcher/analyst is qualified and experienced to perform the sampling. 
• The amount, size, or weight of the sample requested is necessary to obtain the proposed 

results.  Effects from the destructive sampling will be minimal. 
• Assurance that any and all (if available) leftover sampling will be returned to the Guam 

Museum. 
• The likelihood of receiving valuable analytical results from the destructive sampling is 

high. 
• Minimal or no cultural or legal implications from using the requested specimens in 

Museum custody to destructive sampling. 
 
Museum personnel shall refer to Loans > Research Loans/Destructive Sampling for procedures 
regarding requests for destructive sampling. 
 
 
DISPOSAL METHODS 
 

• Sale: Direct, private educational sale with another museum, library, or educational 
institution or through public auction. 

• Repatriation: Return to original institution or cultural organization in accordance to law 
when applicable. 

• Transfer Within: Object is moved from the permanent collection to another department 
(i.e., the education department). 

• Exchange: An exchange with another educational organization or similar institution. 
• Donation: Given to another museum, library, or educational institution without any 

expectations of reciprocity. 
• Physical Destruction: Only to be a method if the object has deteriorated or damaged to 

the point beyond repair, is hazardous to people and other objects in the collection, a fake 
or forged item, is of no monetary or intrinsic value, it may be physically and deliberately 
destroyed. 

 
 
PROCEDURE FOR DEACCESSION 
 

1. The Curator determines whether to present an object as a candidate for deaccession 
following the Criteria for Deaccession.  The Curator will draft a recommendation citing 
justification following the criteria for deaccession.  The Curator will also search and 
compile any documentation pertaining to the object including the original method of 
acquisition. 

2. If the object was a donation (excluding bequest), the Curator and Director may choose to 
inform the donor of its intention to deaccession the object.  *This is not a legal necessity, 
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but may be as a means of courtesy, transparency, and goodwill.  If the Museum has proper 
documentation proving transfer of title and ownership, then the Museum will legally be 
free from fault. 

3. *If the Museum does not have full or clear title of the object, the Museum may need to 
seek legal counsel for the next appropriate course of action. 

4. The Curator will present the object for deaccession to the Board of Advisors.  The Board 
of Advisors will carefully review the recommendation before approving or denying the 
deaccession.  Objects of special interest, as determined above, will require the final 
decision from the Board of Trustees under the guidance of the Board of Advisors. 

5. If rejected for deaccession, the object will be returned to the collection.  The Curator will 
include meeting minutes and/or a memo citing reason behind rejection of deaccession 
and place inside the object’s Accession file. 

6. If approved for deaccession, the Curator will begin updating the status into appropriate 
records.  The Curator will update the Accession file to include a memo with all approved 
deaccession documentation and marking the file as “Deaccession” (if an individual object 
from a collection has been deaccessioned, mark on the outside which number has been 
deaccessioned). 

7. The Curator will update the record in PastPerfect to reflect a deaccessioned status. 
8. After thirty (30) days, the Curator will be responsible for recommending an appropriate 

method of disposal to propose to the Board of Advisors. 
9. If rejected, the Board of Advisors will work to find an alternate to the method of disposal. 
10. All decisions must be recorded and maintained by the Curator. 
11. All objects deaccessioned may be kept in a running list and posted on the Museum’s 

website at the end of every fiscal year. 
 
 
DEACCESSION AND DISPOSAL RECORDS 
 
The Guam Museum will be responsible for maintaining and recording all documentation leading 
up to and finalizing the official deaccession of an object from the collection.  A deaccession is 
finalized by the appropriate signatures of authorized Museum personnel responsible for the 
decision. 
 
Before deaccession, the Curator will make every effort to document the object; this includes 
maintaining a photograph(s) of the object for potential future reference. 
 
If an object is sold, the following information must be recorded: date of the sale, sale price, net 
proceeds, and (if available) any pertinent information related to the sale such as a sale number.  
The date of transaction and other related information must also be recorded. 
 
All records, physical and electronic, will require status update, including files, log books, 
PastPerfect, etc., to reflect the deaccession.  
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Accession files will need to be appropriately marked with “DEACCESSION” and the date for future 
reference.  The following documents should be included in this file, if applicable: correspondence 
with donor explaining the deaccession justification and process; meeting minutes during review 
(both for deaccession and disposal); copy of the check from sale; and memo linking the objects 
purchased using the funds retrieved from the sale of the deaccessioned object. 
 
 

LOANS 
 
GENERAL PRINCIPLES 
 
Defining loans: Loans are the temporary physical transfer of an object from one institution to a 
borrowing institution under a mutually agreed contract with conditions pertaining to the 
transportation, care, and display of said object.  A loan is a transfer of responsibility of an object 
and not a transfer of title or ownership. 
 
The Guam Museum seeks the advancement of knowledge, education, and accessibility through 
the lending and borrowing of objects to other public institutions.  The lending and borrowing 
program is vital for the enhancement of the Museum’s mission and long-term vision to promote 
Guam’s culture heritage and natural history.  For this reason, the Museum lends and borrows 
only for public exhibition, research, and educational purposes.  Loans will only be considered for 
other non-profit museums, education, or cultural institutions with mission and goals similar to 
those of the Guam Museum.  No lending will be approved to individual private citizens or private 
institutions. 
 
The Museum will follow the Guidelines for Exhibiting Borrowed Objects5 as outlined by the 
American Alliance of Museums. 
 
As a general rule, borrowing institutions must be responsible for all costs related to loan 
activities, including, but not limited to, insurance, packing, and travel arrangements unless 
otherwise negotiated in the loan agreement. 
 
All loan agreements must have a determined end date.  The Guam Museum prohibits loan 
durations exceeding two (2) years on initial loan agreements.  All Incoming and Outgoing Loan 
Agreements will have the potential for renewal with appropriate authorization from the Museum 
Director.  A borrowing institution may request an extension of a loan agreement with approval 
dependent on any updated conditions and terms of the existing loan. 
 
The Guam Museum takes responsibility for contacting all lenders and borrowing institutions or 
individuals of changes in contact information at the Museum.  Both parties on a loan agreement 
are responsible for notifying the other party of any changes in a timely manner to ensure a direct 

                                                      
5 http://aam-us.org/resources/ethics-standards-and-best-practices/education-and-interpretation 
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line of communication.  The Guam Museum will not sign loan agreements without this 
stipulation. 
 
Outgoing and Incoming Loan Agreements must be revised and edited to reflect negotiated terms 
made by the Curator and the borrowing or lending institution.  Completed agreements must be 
signed and approved by the Guam Museum Curator and person of authority from the borrowing 
institution.  The loan agreement terms must represent appropriate collections care, display, and 
usage while maintaining a predetermined length of time for the loan.  No loans will be without a 
determined end date. 
 
Incoming objects will be rejected if they are perceived to have any negative moral, legal, or 
ethical implications. 
 
All incoming and outgoing loans must have an initial loan request, either by form or in a written 
letter form, including information regarding the purpose of the loan, the desired duration of the 
loan, and locations the loan will be held.  For incoming loans, the Guam Museum will submit a 
request using the appropriate methods as required by the borrowing institution. 
 
All borrowing institutions must complete an Outgoing Loan Request form or request letter within 
two to six months prior to exhibition start dates and six months to one year for international 
exhibition start dates.  Research and destructive sampling requests must also be submitted two 
to six months prior to date of anticipated research appointment or collection to garner 
appropriate permissions. 
 
The Guam Museum will attach a Standard Facility Report (SFR) to potential lending institutions 
who request one as part of a loan request.  The SFR will outline the conditions and environment 
that borrowed objects will be handled, cared for, stored and displayed in. 
 
The Standard Facility Report must include: 
 

• General Institutional Information 
• Geographic References—potential natural hazards 
• Staff and Contractor Information 
• Building Construction, Configuration and Maintenance—include floor plans 
• Environmental Conditions—heating and air conditioning, lighting 
• Fire Protection 
• Security 
• Handling and Packing Standards 
• Insurance 
• Loan History 
• Verification and Responsibility 
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All publications and caption labeling manufactured by the borrowing institution for the purpose 
of display and research must be approved by the Guam Museum.  The Guam Museum must be 
credited for the loan of objects.  Objects on loan shall not be subjected to conservation 
treatment, duplication, or any other physical alteration unless negotiated and approved by the 
Museum’s Board of Advisors. 
 
 
INSURANCE 
 
Insurance is necessary for loans exceeding a determined cultural and monetary value.  Insurance 
may be waived, but must be stipulated in an agreement or in written form.  As a lender, the Guam 
Museum will be responsible for determining “fair market value” of the objects set for loan.  It is 
standard in loan protocol that the borrowing institution bear the costs involved in insuring loans. 
 
The Board of Advisors must review the borrower’s insurance coverage in areas of limitation, 
terrorism, deductibles, exclusions, property insured, policy terms, and terms of cancellation.  The 
borrowing institution must provide the Guam Museum with a certificate of insurance naming the 
Guam Museum as an additional beneficiary.  As a general rule, the Guam Museum will refuse to 
release the object for loan without a certificate of insurance.  Exceptions include private 
individuals who waive their right to insure the loan and exclude the Guam Museum from any 
fault resulting in insurable measures. 
 
 
CRITERIA FOR LENDING/BORROWING 
 
Clear Title 
 
The Museum will only accept or lend objects that have complete title.  Gifted objects must follow 
the arrangements and terms set forth by the donor agreement.  The Museum will follow the 
guidelines of the terms and respect any restrictions within the agreement.  Clear title defends 
against potential implications for objects that may have been stolen, illegally obtained from an 
archaeological site, illegally exported, or maintained under violation of any laws. 
 
Condition 
 
The Museum accepts and lends objects that are in stable condition that require minimal 
conservation efforts necessary for display or handling.  The objects must be able to stand up to 
the potential rigors of transportation and travel.  Objects that may pose a risk to the safety and 
health of people and/or other objects will not be considered for lending or borrowing. 
 
Display Requirements 
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The Museum must consider display requirements for any object requested for loan or borrowing. 
If a borrowing museum cannot support the display requirements of an object held under the 
stewardship of the Guam Museum, the loan agreement will either be rejected or terminated.  If 
the Guam Museum is unable to maintain display requirements of a borrowed object, the 
Museum will return the object to the lending person or institution or terminate the loan request 
until the requirements can be met. 
 
Space Considerations 
 
The Museum will only accept incoming loans when there is adequate physical space to house the 
object during processing or during pre-installation.  The Museum will hold borrowing institutions 
to the same regard when it comes to lending objects. 
 
Storage Requirements 
 
The Museum will consider storage requirements for any object requested for loan or borrowing; 
this includes proper mounting, security, and environmental conditions related to temperature 
and humidity.  As a general rule, the Guam Museum will only loan objects to institutions under 
the condition that the objects be displayed at all times (not including time for processing-
unpacking, condition report, exhibition preparation, and packing).  If a borrowing museum 
cannot support the requirements of an object held under the stewardship of the Guam Museum, 
the loan agreement will either be rejected or terminated.  If the Guam Museum is unable to 
maintain storage requirements of a borrowed object, the Museum will return the object to the 
lending person or institution or terminate the loan request until the requirements can be met. 
 
Commercial Use 
 
Loans are made for non-commercial purposes, and the Guam Museum does not accept loans 
with purposes of commercial endorsement.  Short- or long-term storage services will not be 
provided by the Museum. 
 
Costs 
 
The Guam Museum will extend the courtesy of paying for all loan activities related to incoming 
loans; this includes, but is not limited to, costs related to packing, couriering, shipping, additional 
labor, etc.  The Museum will also expect borrowing institutions to absorb the costs related to all 
outgoing loan activities. 
 
 
AUTHORITIES 
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Overall Duties 
 
Compliance: It is the duty of all Museum staff to practice and comply with proper loan procedures 
as drafted in this document.  Situations will be dealt on a case-by-case basis regarding non-
compliance to the procedures outlined below.  The Curator must monitor, discuss, and act on 
non-compliance of the procedures. 
 
Approving Outgoing Loans 
 
The Curator is responsible for approving outgoing loan requests under a certain cultural and 
monetary value, any outgoing loans exceeding this value will be brought forth to the Museum 
Director.  This approval must be documented and requires the signatures of the Curator who will 
serve as the Person of Contact for the duration of the outgoing loan. 
 
Documentation 
 
The Curator is responsible for completing and maintaining all documentation and forms acquired, 
drafted, and created for the completion of any loan activity.  All documentation will be filed for 
future reference in designated Outgoing and Incoming Loan files. 
 
When objects are removed for the purpose of an outgoing loan, the Collections Department is 
responsible for documenting removals from storage.  Collections staff will be responsible for 
updating PastPerfect and loan files with appropriate locations and statuses. 
 
Records and research pertaining to mitigating unclaimed and/or old loans must be maintained 
as a safeguard against potential future claims. 
 
Exceptions 
 
Exceptions regarding any of the loan process must be brought forth to the Board of Advisors.  
Exceptions will be reviewed on a case-by-case basis at the monthly Board of Advisors meeting. 
 
 
OUTGOING LOAN PROCEDURES 
 

1. All loan requests will be directed towards the Guam Museum Collections Department, 
specifically to the Curator.  The request must be documented and includes the objects 
the borrowing institution desires, purpose of the objects while in the possession of the 
borrowing institution, location of the borrowing institution and/or where the object will 
be kept, and a Standard Facility Report (SFR) of the borrowing institution and/or any other 
facility included in the loan. 

2. The Collections Department will locate the objects requested for loan to determine 
whether lending is possible. 
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3. Loan requests may be denied at this stage if the objects are in the process of conservation, 
on display, missing/cannot be found, on loan, required for research, and/or if the lending 
of the objects do not fit under the criteria as listed above. 

4. With respect to outgoing loans, the Curator will consider: 
• The borrowing institution’s purpose for the objects. 
• Intellectual fit in regards to the Guam Museum’s Mission Statement. 
• The borrowing institution’s ability to accommodate the objects. 
• Examination of the SFR. 
• The practicality of the loan duration. 
• The resources necessary to facilitate the loan. 
• Appropriate levels of staff members, time, and finances. 
• Any restrictions. 
• Legal issues. 
• Contractual obligations to another borrowing institution. 

5. If the loan request is approved, the Curator will prepare the necessary documents for the 
borrowing institution, including the Outgoing Loan Agreement.  If denied, the Curator will 
draft a letter to submit to the requester outlining means for the loan request rejection. 

6. An object of high cultural and/or monetary value will require the approval of the Board 
of Advisors, an appraisal, and insurance coverage.  The Curator will contact the borrowing 
institution for an insurance certificate for “wall-to-wall” and “all-risk” coverage. 

7. Collections staff are responsible for maintaining appropriate documentation during the 
movement of the objects set for loan including updating the appropriate tracking logs and 
PastPerfect. 

8. The objects packed by the Museum for the purpose of a loan shall be photographed (if a 
sufficient photograph does not exist in PastPerfect 6.0).  The Curator will be responsible 
for the completion of an updated condition report with a copy sent to the borrowing 
institution. 

9. If the loan requires objects to leave the country and involves international regulations, 
the borrowing institution is responsible for all paperwork and activities regarding the 
loaned objects. 

10. Objects shipped for loan require some form of written acknowledgement from the 
borrowing institution validating the reception of the loaned objects. 

 
Procedures for Outgoing Loan Renewal 
 

1. A loan review is necessary for a loan renewal.  A documented request is required, stating 
the purpose of the renewal, extended dates of the loan, and any pertinent information 
that will or has changed after the duration of the initial loan agreement.  These updates 
may include the use of the objects, condition, insurance, financial budget, credit line, 
and/or location. 

2. The borrowing institution must complete the loan review prior to the presentation to the 
Board of Advisors for approval or denial of the loan renewal. 
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3. Upon approval, the Curator will draft a new Outgoing Loan Agreement to represent any 
the changes, including extended dates, discussed between the Curator and the borrowing 
institution. 

 
Procedures for Outgoing Loan Return 
 

1. It is the Curator’s responsibility to reach out to the borrowing institution with the 
reminder that the loan period is expiring two (2) weeks prior to the expiration date. 

2. Once the objects have been returned to the Guam Museum, they are carefully examined, 
and an updated condition report is entered into PastPerfect. 

3. If the objects show sign of severe damage, the Curator contacts the borrowing institution 
to insure previous condition and discuss potential insurance compensation (if applicable). 

4. All returning objects must go through preventative treatment (as listed in incoming object 
procedures) before returning back to storage. 

5. PastPerfect record entries of the objects on loan shall be updated to maintain a “storage” 
status when returned to storage. 

6. The Curator will maintain and file all necessary correspondence, documents, and forms. 
 
 
INCOMING LOAN PROCEDURES 
 

1. The Guam Museum’s Curator determines what objects to select for a potential loan.  
Incoming loans must adhere to the Criteria for Lending/Borrowing, as listed above. 

2. The Curator will draft an official letter of request to the potential lending institution.  A 
copy will be kept for record keeping.  The official letter of request will include the 
following: 

• The objects desired by the Guam Museum. 
• The purpose the objects will have once in the possession of the Museum. 
• The location the Museum intends to keep the objects. 
• The duration of the time the Museum will keep the objects. 
• Notice that the Museum will cover all costs associated with the loan unless 

specified or decided otherwise by the lending institution. 
• Preferred credit line for labeling if available or necessary. 
• Any pertinent information that may affect the requested objects or requested by 

the lending institution. 
• The right to cancel and return the loan at any moment. 

3. If the potential lending institution has its own procedures regarding requests for loans, 
the Guam Museum will abide by such procedures and maintain copies in a newly created 
Incoming Loan file. 

4. Upon approval of the desired loan, the Curator will discuss and negotiate terms and 
conditions of the loan with the lending institution. 
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5. The Guam Museum requires all lending institutions stipulating the use of its own 
insurance for loan objects be “wall-to-wall” and “all risk” coverage.  If insurance is waived, 
the Curator must sign an agreement with expressed interest in doing so. 

6. The following materials are required before accepting a loan object into custody of the 
Guam Museum (unless waived):  

• A copy of the insurance policy. 
• A copy of the insurance certificate. 
• Any costs expected to be covered by the Guam Museum. 

7. If the lending institution provides the appraisal value for insurance purposes, the Curator 
will ask for an Appraisal Report be filled and sent to the Museum. 

8. If the lending institution offers no appraisal service for insurance purposes, the Curator 
will meet with the Board of Advisors to research and hire an appraiser. 

9. The appointed appraiser must not be affiliated with either the Guam Museum or the 
borrowing institution in a manner that causes a conflict of interest. 

10. Qualified appraisers: 
• Must have proper experience and qualifications to make an insurance appraisal. 
• Will appraise based off fair market value. 
• Submit an Appraisal Report or identical document. 

11. Lending institutions that neglect to stipulate any loan terms or agreement contract will 
result in an Incoming Loan Agreement form drafted by the Guam Museum. 

12. Once the Incoming Loan Agreement is signed and processed by the Curator, a copy is sent 
back to the lending institution for its own records.  (Process may be dependent on chain 
of events, signed copies may be sent to the borrowing institution with the request that a 
copy be sent back.) 

13. If the lending institution sends its own loan agreement contract, the Curator will review 
the document.  If the Curator has no objections or concerns to the agreement, he/she will 
sign and keep a copy of the agreement. 

14. Terms to deny renegotiations: 
• Complete communication shutdown with lending institution. 
• The loan period starting date is too soon (must allow a minimum of six [6] months in 

loan processing and two [2] months minimum before use). 
• Renegotiate terms with the lending institution (if applicable) includes: 

o A new Incoming Loan Agreement form with the new duration date. 
o New scheduled packing and shipping date. 
o Copy of the insurance policy (if using lending institution and dates no longer 

overlap new loan duration date). 
o A note will be processed about this lending institution for future reference on 

the tardiness of response and explanation (if applicable). 
15. The packing of the loan objects are guided by the Incoming Loan Agreement or the lending 

institution’s loan agreement. 
16. If the lending institution requests the use of a specific packing company or staff member 

of the lending institution, the Guam Museum will comply. 
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17. If the loan requires the objects to leave a country and involves international regulations, 
the Guam Museum is responsible for all paperwork and activities regarding the loaned 
objects. 

18. Using the shipping guidelines stipulated on the Incoming Loan Agreement, or the lending 
institution’s loan agreement, the Museum may or may not be responsible for the 
shipment of the objects. 

19. The Guam Museum assigns a temporary number to the object(s).  See 
Accessions/Acquisitions > Procedure for Incoming Object Processing for further 
instruction. 

20. The Curator will complete an Incoming Object Receipt, create a copy for retention, and 
mail the original Incoming Object Receipt to the lending institution. 

21. The Curator fills out a Condition Report as soon as the objects are removed from 
packaging.  A copy will be sent to the lending institution. 

 
Procedures for Incoming Loan Renewal 
 

1. The Curator will draft a formal letter requesting a loan renewal with explanations for why 
and for what reasons and the desired new end date of the loan.  A copy is made for 
Museum files. 

2. The Museum will provide an updated Incoming Loan Agreement if no loan extension form 
is provided by the lending institution. 

 
Procedures for Incoming Loan Return 
 

1. The Curator packs objects to be returned according to the guidelines following the 
Incoming Loan Agreement instructions received if available. 

2. The objects will be shipped according to the guidelines listed on the Incoming Loan 
Agreement. 

3. The Curator will complete a Return Receipt and create a copy for the Guam Museum’s 
own records.  The Curator will mail the original Return Receipt to the lending institution. 

4. If the lending institution neglects to mail back the Incoming Loan Reminder form, then 
the Curator contacts the appropriate staff member. 

5. If the Curator still has difficulty contacting the lending institution, the Procedures for 
Unclaimed Loans apply (as seen below). 

6. The Curator waits for confirmation from the lending institution that the objects have been 
delivered to the lending institution, in original or good condition, and accompanied with 
appropriate paperwork. 

7. If there are any problems regarding the return of the objects, the Curator will deal 
accordingly: 
• Object condition problem: discussions will be in the works regarding the insurance 

policy (depending on whose insurance was used). 
• Missing objects: discussions will be in the works regarding the insurance policy 

(depending on whose insurance was used). 
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• Missing paperwork: the Curator will fulfill any requests for any paperwork 
uncompleted. 

8. If there are no problems from the return of the objects, the Curator ensures that all 
necessary correspondence, documents, and forms are collected and filed. 

 
 
PROCEDURES FOR UNCLAIMED/OLD LOANS 
 

1. For a loan to be considered unclaimed, attempts of contact must be made to the lending 
institution by the Curator with unreciprocated communication or response after the 
expiration of the loan agreement. 

2. Methods of contact may include: 
• Incoming Loan Reminder form 
• Written letter 
• Email correspondence 
• Telephone 
• Publication 

3. In the case for a private citizen loan, the same applies including the lender’s heir if 
applicable. 

4. All attempts of contact must be recorded, documented, and maintained with dates to 
show that the Guam Museum did its due diligence to contact potential owners. 

5. Once a loan agreement has expired, the Museum is under no obligation to fulfill the same 
level of care as determined in the loan agreement. 

6. The objects may be placed in storage at the Curator’s discretion. 
7. A certain level of basic care must be given to the objects. 
8. Following loan agreement guidelines, the Board of Advisors may (but is not legally bound 

to) attempt to contact the lending institution once more by notifying the decision to 
terminate the loan. 

9. The termination of the loan can be made based on the following: 
• Lending institution has not contacted or acted upon return of its objects after a 

minimum period of five (5) years beginning from the end of the original loan 
period written on the loan agreement. 

• Good faith that the Museum has researched all methods and modes of finding 
ways to contact the lending institution. 

10. The Director delivers a final notice of the decision to terminate the loan by mailing to the 
last known address of the lending institution.  The following information shall be included: 

• Name and address of lending institution or private citizen, if known. 
• Description of the objects along with appropriate identifiers (i.e., catalog number). 
• Dates of the loan agreement (beginning and end). 
• The responsible lending staff member’s name. 
• The final notice that six (6) months after the notice is sent, if the lending institution 

does not contact or pick up its objects it is considered consent to the loss of all 
rights. 
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• If contact is re-established before the six (6) months are up, the Museum will work 
with the lending institution to return the objects as soon as possible. 

• Final notice will be mailed via certified mail. 
11. Once termination of the loan is final, the Museum has full rights to using the objects. 
12. Approved loan agreement may stipulate that after six (6) months (or a designated period 

of time), the objects will be considered unrestricted gifts.  See Procedures for Acquisition 
or Objects in Custody. 

13. Only upon approval from the Board of Trustees, under the guidance of the Board of 
Advisors, shall the Curator be able to dispose of the objects. 

14. A suggested minimum of two (2) years must pass since the termination for any decisions 
of disposal to be considered. 

15. Incoming Loan Agreements will generally cover legal aspects of these unclaimed loans, 
but the Museum will still practice good faith in determining the best course of action for 
unclaimed objects. 

 
 
RESEARCH LOANS/DESTRUCTIVE SAMPLING 
 
Individuals affiliated with another museum, educational, or cultural institution may request a 
loan for research purposes.  Loans for research are only permitted to be conducted in-house and 
do not require an Outgoing Loan Agreement form, but the completion of Research Request.  
Loans for use of potential or determined destructive sampling must follow similar guidelines as 
outlined by the process below. 
 
Procedures for Outgoing Research Loans and Destructive Sampling Requests 
 
Destructive Sampling requests follow the same guidelines as Research Loans with a few 
exceptions as indicated: 
 

1. For outgoing research loans, researchers must complete a Research/Destructive Sample 
Request form outlining the use and purpose of the loan/sample two (2) to six (6) months 
prior to requested date of use.  See Access > Procedures for Research Access for in-house 
access to the collection for research purposes. 

2. *If the loan is for destructive sampling purposes, the researcher must also indicate 
justifications for the use of the specific invasive procedure and/or technique on the 
requested sample(s). 

3. The Curator will decide whether to approve or deny the request.  The Curator will 
consider the purpose of the request, ability to locate the objects, the physical condition 
of the object, potential risks for exposure to other collections or individuals, and the 
requested date. 

4. *For requests regarding Destructive Sampling, the Curator will bring the request to the 
Board of Advisors who will provide the final approval or denial. 
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5. Upon the approval of the request, the researcher will be asked to complete a Research 
Agreement form.  The researcher is required to approve and sign the form and return it 
to the Museum for processing. 

6. *For returning research object procedures, follow Procedures for Outgoing Loan Return.  
Destructive Sampling agreements must be amended to recognize that any remaining 
material from the loaned sample will be returned to the Guam Museum. 

 
 
GENERAL ISSUES IN LOANS 
 
Unknown Lender: In the rare situation that the Museum does not know who the lending 
institution or lender is, the Curator shall follow the same procedure for Unclaimed/Old Loans. 
 

1. In place of lending institution missing contact information, the Museum will use news 
publication as its main method of notice. 

2. Notice must be printed once a week for three consecutive weeks. 
3. Publications must be in at least one major national news source. 
4. Notice on the Museum’s website is also required. 

 
Damage: If the outgoing loan objects are subjected to damage, the following steps will be taken: 
 

1. A complete condition report and photographs of the damage will be requested. 
2. The Board of Advisors will meet to discuss the extent of the damage and whether the 

objects should be returned. 
3. If the Board of Advisors decides to have the objects returned, the following should apply: 

• The Board of Advisors drafts a memorandum to the borrowing institution 
explaining the return/cancellation of the loan. 

• The Curator contacts the borrowing institution about the decision and necessary 
plans for the return of the objects. 

• A new date of return must be negotiated. 
• The Curator makes arrangement with the shipping company for the new date of 

return. 
• Alternative arrangements with the borrowing institution including conservation, 

repair, and/or a new loan. 
4. If the borrowing institution offers to provide conservation treatment or repair to the 

objects, a member of the Board of Advisors will visit the borrowing institution, or 
wherever the objects may be.  The staff member, likely the Curator, should assess the 
situation and create a recommendation to the Board of Advisors on whether he/she 
believes it is in the objects’ best interest to go forth with this plan. 
 

Change of information and/or ownership: If ownership of objects change, notification must be 
made to the borrowing institution, and a new loan agreement drafted to be signed by both 
parties. 
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Traveling Exhibitions: Besides following the same procedures for outgoing loans, it is the 
borrowing institution’s duty to inform the Museum of any new information regarding venues and 
other topics regarding the objects as soon as possible.  Any changes need the approval of the 
Museum from the Curator. 
 
New loans: Borrowing institutions wishing to facilitate a new loan during an ongoing loan should 
continue to follow the same procedures of a new loan beginning with Procedures for Outgoing 
Loan. 
 
 

OBJECTS IN CUSTODY 
 
GENERAL PRINCIPLES 
 
Defining Objects in Custody: Objects in Custody may include objects that have been found in the 
physical custody of the Guam Museum with little or no documentation on how they were 
acquired.  Objects in Custody are typically referred to as “Found in Collection” objects.  The 
Museum also may come across an unsolicited acquisition, which can be considered an 
“abandoned property” form of Object in Custody. 
 
The Guam Museum will make every attempt to reconcile objects found in custody with 
appropriate documentation.  Objects that are not reconciled will be considered and properly 
labeled as “Found in Collection.”  Objects “Found in Collection” will be assumed to belong to the 
Museum, unless strong evidence suggests otherwise. 
 
The Curator will make every effort to secure documentation related to provenance and decide 
whether the object is free of restrictions.  The Curator will make every effort to research and 
determine whether the object may be accessioned of disposed without potentially violating the 
intent of a donor or any prevalent legal regulations. 
 
Objects reconciled with paperwork will receive new accession number to reflect status change.  
“Found in Collection” objects will be given a “Found in Collection” number separate from other 
accession numbers—please refer to Documentation, Inventory–Numbering System.  
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The Museum may wish to acquire official titles to “Found in Collection” objects by following 
Guam laws regarding unclaimed property.  The decision to officially receive a title to the “Found 
in Collection” object will effectively mean future accessioning.  The Curator and Board of Advisors 
must identify the criteria under which the “Found in Collection” object fits under acquisition and 
accessioning activities.  The Museum will not actively seek title for “Found in Collections” objects 
that meet the Criteria for Deaccessioning. 
 
The Museum may wish to dispose of “Found in Collection” objects; these will require unique 
procedures due to unclear title.  Documentation must be filed systematically by identifying any 
number associated with the object; object must be described to include measurements and basic 
physical descriptions; photographs taken; a written valuation of the object (monetary, scientific, 
cultural, historic, etc.); method of disposition; date of disposition; and the steps taken to give 
public notice to an owner or to locate the owner. 
 
Abandoned property may refer to items left at the Museum without the approval of the Museum 
Director or the Curator.  The Museum must follow any applicable laws when dealing with 
abandoned or unclaimed property.  The Curator will document and make an attempt to return 
the property back to the donor if the items do not meet standards for acquisition.  If the attempt 
to reunite the items is unsuccessful, the Museum will be permitted to dispose of the items.  If 
the Curator recognizes the abandoned property as a potential acquisition, then the process of 
official acquisition may begin. 
 
 
PROCEDURES FOR OBJECTS IN CUSTODY 
 

1. Objects found without any number or record linking to provenance records will be given 
a “Found in Collection” number—see numbering standards for more detailed 
information. 

2. Research documentation related to registration information. 
3. Institutional search for information. 
4. Reconcile objects with lost-in-inventory objects 
5. Affirm and apply original number, retire tracking number. 
6. Remaining objects must go through the proper deaccessioning. 
7. Dispose of deaccessioned object with approved method. 

 
 
TEMPORARY CUSTODY (SEE ALSO ACQUISITION) 
 
Temporary Custody is a form of short-term loan, used when objects are brought in for any 
purpose. 
 
All objects entering the Museum must be accompanied with a Temporary Custody Agreement.  
The Museum recognizes its basic responsibility to provide the same level of care available to the 
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object in temporary custody as its Permanent Collection, unless stipulated otherwise under the 
agreement. 
 
Objects under temporary custody will receive a temporary number for tracking purposes.  See 
number guidelines for more details. 
 
Objects remaining in the custody of the Museum without appropriate future arrangements after 
sixty (60) days or beyond terms of the Temporary Custody Agreement will be considered property 
of the Museum.  The Museum will have the right to use or dispose of the objects as seen fit. 
 
 
PROCEDURES FOR RECEIVING OBJECTS FOR TEMPORARY CUSTODY 
 
Please refer to Procedure for Incoming Object Processing: 
 

1. The Curator is responsible for providing a Temporary Custody Agreement; the Agreement 
must be completed and signed before the acceptance of the objects. 

2. The Curator is responsible for assigning a temporary number to the object, unpacking, 
performing condition report, and tagging the object. 

3. PastPerfect database should also be updated to reflect an object in temporary custody. 
 
 
AUTHORITIES 
 
Identification and Inventory 
 
The Curator and Collections Department are responsible for identifying undocumented objects 
and making good faith efforts to reconcile objects with documentation related to their original 
acquisition.  See Inventory for further details 
 
Documentation 
 
The Curator works to properly document objects that do not have numbers.  The Collections 
Department is responsible for maintaining all documentation created during acquisition or 
acceptance of objects left in temporary custody.  Any documentation created or found during 
the reconciliation stage of “Objects in Custody” must be filed and maintained. 
 
The Curator takes sole responsibility for drafting and signing off on Temporary Custody 
Agreements. 
 
Accessioning and Disposal 
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The Curator will make recommendations to the Board of Advisors based on “Objects in Custody” 
subjected for accessioning or disposal.  The Board of Advisors will have final say in approving 
accessioning or disposal activities.  All objects considered for disposal will be objects that the 
Board of Advisors has already voted not to accession.  Exceptions include objects of significant 
value requiring final decisions from the Board of Trustees. 
 
 

COLLECTIONS CARE 
 
The Guam Museum is committed to preserving Guam’s rich cultural heritage through all available 
means.  It is the Museum’s responsibility to carry out preventative conservation, examination, 
documentation, research, and essential treatment to objects held in custody. 
 
The Museum will abide by the American Institute for Conservation’s “Code of Ethics and 
Guidelines for Practice.”6 
 
 
PRINCIPLES OF COLLECTIONS CARE 
 
By principle, the Guam Museum will make collections care training available whenever necessary 
under the guidance of the Curator. 
 
To ensure safety of the collection, only trained and authorized staff members and volunteers are 
allowed to physically handle objects.  Object handlers must wear appropriate protection (i.e., 
cotton or nitrile gloves). 
 
The Collections Staff will use archival safe materials when handling or labeling objects.  The 
Curator will research accepted and approved methods for object labeling, mounting, packing, 
and handling when necessary. 
 
Any conservation work or activities that will involve altering the physical appearance of an object 
must be done by a professional conservator. 
 
The Museum will continuously update practices according to best professional museum 
standards regarding the eight agents of deterioration.  These agents are physical forces, fire, 
water, pollutants and contaminants, light and radiation, incorrect temperature, incorrect relative 
humidity, and custodial neglect. 
 
All collection items must be stored or displayed in environments with appropriate temperature 
and relative humidity levels.  Objects must not be placed in potential foreseeable harm;, this 

                                                      
6 http://www.conservation-us.org/docs/default-source/governance/code-of-ethics-and-guidelines-for-
practice.pdf?sfvrsn=9 
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includes not placing objects under sprinkler heads, near glass windows, or on the ground (must 
be elevated 3 to 6 inches above the floor). 
 
Storage, lab, and/or display spaces must be monitored for environmental conditions and kept at 
the best possible levels for the safety of objects in care. 
 
Smoking is not permitted inside the building.  Live animals and other living-assistance animals 
will not be allowed within the curation lab, exhibition space, or the storage space.  Food and drink 
is not permitted around areas storing or display objects; exceptions will be staff offices and 
designated entertaining areas. 
 
Routine monitoring must be conducted during exhibition for objects on display.  The Collections 
Department is responsible for monitoring and recording conditions (and adjusting when 
necessary) involving mounting, lighting controls, temperature, and relative humidity levels.  
Controls must be determined by recommendation from a conservator or the Curator. 
 
 
CURRENT STATE OF COLLECTIONS STORAGE 
 
A large quantity of the Museum’s collection and related materials are stored in the DNA building 
located a few blocks from the Guam Museum.  The Museum is tasked with providing its collection 
with the best possible collections care available.  In this regard, the Museum has created new 
storage space in the Guam Museum building for its collection to meet standards of collections 
care as outlined in this CMP.  As the DNA building is not equipped to maintain these outlined 
conditions, the Museum staff is tasked to transfer all materials out of this building and into the 
new storage spaces at the Guam Museum. 
 
The Guam Museum will seek to transfer all materials from the DNA facility into the new Guam 
Museum building by the end of the year 2017.  Priority material and objects include items facing 
immediate dangers and/or hazards to its physical condition.  These priority items face immediate 
transfer to the Guam Museum Curation Lab for attention. 
 
 
FEDERAL CURATION STANDARDS (36 CFR 79) 
 
Since the Guam Museum currently has US Department of Defense (DoD) materials in its 
collection, it is assumed that the museum must comply with the Federal Curation Standards (36 
CFR 79).  These standards may also be applicable should the Museum borrow, at some future 
date, materials from DoD or other Federal entities for exhibition.  These Federal Curation 
Standards, alongside those outlined in this CMP, offer a cohesive outline for establishing future, 
formalized standards for collection care at the Guam Museum.  For detail guidance in the 
standards and procedures regarding Federal Curation Standards, please refer to 
https://www.nps.gov/archeology/tools/36cfr79.htm. 

https://www.nps.gov/archeology/tools/36cfr79.htm
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COLLECTIONS STORAGE 
 
Collections stored within the Museum’s Collections Storage spaces will be maintained in secure 
and climate-controlled conditions. 
 
Temperature levels will stay within 65° and 72° Fahrenheit and 45 to 55 percent relative humidity.  
Monitoring shall include the use of data loggers, which will be recorded on a monthly basis. 
 
The Collections Department must also routinely monitor storage facilities for light exposure, 
pollutants and contaminants, pests, and physical building stability for the physical safety of the 
collections. 
 
All materials used for storage purposes, including, but not limited to, packaging materials, 
shelving, containers, and cabinetry, must meet professionally accepted standards for collections 
care. 
 
The Museum will follow and maintain Integrated Pest Management (IPM) practices.  IPM involves 
inspecting and monitoring collections spaces for pest activity, identifying pests and their life 
cycles through strategically placed traps, maintaining clean collection storage spaces, restricting 
activities that introduce pests to collections spaces, and taking measures against future pest 
infestation. 
 
 
HOUSEKEEPING 
 
Authorized housekeeping personnel must abide by the policies as outlined in Access.  
Housekeeping must be allowed access to ensure maximum level of cleanliness involving, 
restroom maintenance, waste control, and overall storage cleanliness.  Housekeeping personnel 
will not be authorized to handle objects or perform any cleaning duties unless trained to 
professional museum standards or authorized by the Curator.  Housekeeping activities must be 
conducted under the supervision of the Curator or designated Collections Department staff or by 
Museum Security.  The Curator will be kept notified or informed of scheduled or designate 
appropriate for cleaning. 
 
Waste must be disposed of on a weekly basis or when necessary.  Waste containing items that 
may attract pests shall be disposed of immediately.  Hazardous waste must also be disposed of 
immediately with special attention to legal regulations regarding disposal. 
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AUTHORITIES 
 
Supervision 
 
The Curator is responsible for supervising Museum and outside staff members during any object 
handling activities at his/her own discretion.  The Curator is also responsible for designating 
“authorized personnel,” staff members who are capable of performing collections care duties 
with minimal to no supervision. 
 
Identifying Conservation Needs 
 
The Collections Department may recommend objects in need of conservation.  The Curator will 
act as liaison between the department and the Board of Advisors, who approves such needs as 
seen fit.  The Collections Department may identify conservation treatments and stabilization that 
can be done in-house.  The Curator will direct and authorize basic treatments and stabilization to 
ensure the safety of the objects. 
 
Maintenance 
 
The Collections Department is responsible for executing IPM practices, including performing 
routine inspection, trap placements, recording findings, and taking action against potential pest 
infestations.  The Board of Advisors will discuss overall housekeeping practices and 
environmental conditions to ensure compliance at scheduled meetings. 
 
 

RISK MANAGEMENT AND SECURITY 
 
Defining Risk Management: In regards to collections management activities, risk management 
may include activities involving disaster planning, security and fire systems, facilities 
maintenance, and integrated pest management. 
 
 
GENERAL PRINCIPLES 
 
Risk management is a shared responsibility between all departments of the Guam Museum.  For 
the purpose of this document, the principles and policies below will pertain specifically to 
collections management practices. 
 
The Security and Disaster Plan may need to outline priorities in the collection, determining 
objects of the highest value (cultural or monetary) to receive priorities in rescue or resources for 
conservation or protective efforts.  The Security and Disaster Plan must include staff members 
with appropriate clearance or authorization from the Board of Advisors to access collections 
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storage spaces, collections documentation, and/or support documentation.  Please see Access 
policies for more detailed regulations involving this activity. 
 
The Security and Disaster Plan must include: 
 

• The identification of potential risk factors and rate on a scale of risk measurement from 
minimal, mild, gradual, or severe. 

• An outline of authorized personnel and establish a chain of command.  This section shall 
designate specific responsibilities in the event of a disaster or emergency. 

• Immediate response and assessment activities involving evacuation plans with the 
inclusion of floor plans for faster responses.  This section may include a selection of 
collections or objects with high priority statuses. 

• Assessment of damage and mitigation plans involving recording efforts and damage.  This 
section might include instructional information on how to initiate immediate care for 
particular types of materials. 

• List of supply checklists and suppliers for easy access to resources in a time of need. 
• Resource contacts for specialty services; this may include having a list of conservators on 

stand-by with a reputation for dealing with emergency services regarding collections care. 
• Appropriate record keeping documentation (i.e., forms: damage assessment form/post-

disaster form). 
 
 
SECURING INFORMATION 
 
The creation and maintenance of documentation related to collections management may result 
in the recording of private and/or sensitive information.  Private and/or sensitive information 
includes, but may not be limited to, personal contact information, personal identifying 
information, valuation of objects, and other restricted information at the behest of donors and 
lenders. 
 
The Guam Museum must secure all documents containing any private or sensitive information in 
a location monitored by security in locked cabinets. 
 
Private and/or sensitive information will not be accessible to the public and will only be accessible 
to authorized personnel when necessary.  The Curator will be responsible for delegating 
authorized individuals. 
 
Records containing private or sensitive information set for disposal will be shredded to maintain 
security and privacy. 
 
Information of sensitive nature on PastPerfect will be blocked to certain individuals without 
authorized access.  
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REPORTING DAMAGE/THEFT 
 
Any damage or accidents involving harm to objects in the Museum’s collection must be recorded.  
A Damage/Theft Report must be filled and given to the Museum’s Curator.  Incidences must be 
reported to the Curator as soon as possible. 
 
In the event of criminal activity and intent, notify law enforcement and do not touch affected 
objects or scene.  The object and scene must be protected from the general public and any 
unauthorized people. 
 
 
AUTHORITIES 
 
The Board of Advisors is responsible for selecting objects or collections that may be of value as 
candidates for higher preventative protections or priority stake over conservation efforts in the 
event of an emergency. 
 
The Guam Museum is responsible for the collaboration and formulation of the Plan.  All 
departments of the Guam Museum must work together to ensure practices laid out by the Plan 
are carried out. 
 
 

DOCUMENTATION AND INVENTORY 
 
GENERAL PRINCIPLES 
 
The Guam Museum is committed to the maintenance of all documentation and records related 
to its collection activities, and the Museum recognizes maintenance as one of its sole 
responsibilities regarding collections management. 
 
All records created, obtained, or found related to the acquisition, identification, provenance, 
condition, location, value (cultural, monetary, or scientific), conservation, exhibition, and 
publication history in the collection are maintained safely and securely by the Collections 
Department. 
 
All documentation will be kept in an organized filing system with limited access beyond 
authorized Collections personnel.  Files may be kept among pre-accessioned, accessioned, non-
accessioned, deaccessioned, and loan categories. 
 
Documentation and records created or received during the process of any collections activities 
will not be dispersed or destroyed unless with the permission of the Curator and will only do so 
sparingly and when necessary.  
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Documentation regarding monetary value or donor information will be contained under strict 
security provisions with restricted access.  This may include all files regarding accession and loan 
activity. 
 
The Museum will store hard copies and electronic formats of important records in order to 
reduce the possibility of documentation loss. 
 
Objects are assigned unique numbers for the purpose of creating and maintaining a direct link to 
important documentation.  It is imperative that the Collections Department keep track of and 
update documentation when numbers are assigned. 
 
 
NOMENCLATURE 
 
The Guam Museum will continue to employ Robert G. Chenhall’s system for classifying objects.  
Currently, the Museum’s database is outfitted with an outdated version of Nomenclature No.2 
for Museum Cataloging. 
 
The Curator is ultimately responsible for identifying unclassified objects and devising the best 
system for identifying unclassified objects into PastPerfect. 
 
 
NUMBERING SYSTEM 
 
General Principles 
 
A tripartite numbering system was adopted during the Guam Museum’s Pilot Study in February 
2017.  The Guam Museum will need to devise a long-term numbering system to best identify all 
types of objects held in custody across all collection types.  The numbering systems must be 
consistent and maintained in order to be effective and long lasting. 
 
Numbers are typically labeled on permanent collection objects and tagged onto objects held in 
temporary custody.  Documentation related to these objects are also marked clearly with the 
same number for easy identification and access. 
 
The Depository and Archival Collections may maintain individual numbering systems for 
identification and tracking purposes, but will not be accessioned. 
 
Brief Background 
 
The Guam Museum has used several different methods for numbering and tracking objects in 
the past that have continued up until the writing of this CMP.  These different methods have not 
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been kept standardized or maintained with documentation on their usage.  There is also evidence 
of numbers on objects with undocumented or unclarified origin. 
 
A ledger was created to maintain the GM numbering system.  The ledger appears to document 
donor information, but does not maintain actual descriptions of the objects acquired or their 
actual legal status within the museum.  These objects have either been labeled with a  
GM number featuring several numbers after the prefix “GM” or a number featuring another 
identifying four letter prefix.  These GM numbers appear to be accompanied by a second set of 
prefixes possibly describing types of material, but not necessary a collection.  GM numbers 
appear to represent a whole collection of material entering the museum under one donor or 
project, but it does not represent individual objects.  This numbering system will be overridden 
and given new accession numbers for streamlined identification and easier entry into 
PastPerfect. 
 
A tripartite system was devised during the tenure of one former Curator.  The accessioning or 
labeling period was not complete, and a small percentage of the collection appears to use this 
number.  It is assumed that the system was created and used from the years 2011–2015.  The 
Curator in charge of this new number system assigned a few archaeological boxes with a single 
accession number.  This use of the number will be overridden, as the boxes do not indicate the 
use of a single number and contents inside the box should be given individual accession numbers. 
 
A tripartite model was devised in February 2017 during a Pilot Study.  The model aimed to 
standardize the numbering system and to establish a stronger accountability for the collection.  
Standards for the renumbering and numbering are outlined below. 
 
Numbers assigned to “Found in Collection” objects were done so for ease and efficiency.  The 
accession lot 2017.003 is designated to identify “Found in Collection” objects during the Pilot 
Study.  A “Found in Collection” folder will be maintained for all related documentation.  Because 
of the quantity of objects, the “Found in Collection” file may require its own file cabinet section.  
The Curator will be responsible for organizing this documentation for ease and efficiency. 
 
Authorities 
 
The Curator will be responsible for tracking and assigning lot object numbers.  The Curator will 
maintain hard copy ledgers and/or logs for number assignments. 
 
The Collections Department will be responsible for correctly labeling objects with assigned 
accession numbers.  The Collections Department is also responsible for updating all associated 
documentation and storage containers with correct accession numbers. 
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Permanent accession numbers should follow the basic convention: 
 

1. First number indicates the year the object is accessioned, ex: 2017 
2. Second number indicates the sequence of the acceptance of the object(s) accepted into 

the Museum’s Permanent Collection, ex: 2017.1 
3. Third number represents the number from which the object lies within the collection 

being accepted into the Museum’s Permanent Collection, ex: 2017.1.1 to 2017.1.4 
 
Temporary numbers will follow the same accession number format, but with the prefix “T,” ex: 
T2017.1.1. 
 

1. First number indicates the current year, ex: 2017 
2. Second number indicates the sequence the objects are entering the Museum’s custody, 

ex: 2017.1 
3. Third number represents the number from which the object lies within the collection 

entering the Museum’s custody, ex: 2017.1.1 to 2017.1.4 
 
Loan numbers will also follow the same accession number format but with the prefix “L,” ex: 
L2017.1.1.  Loan numbers are assigned to incoming objects entering the Guam Museum for the 
purpose of a loan. 
 

1. First number indicates the current year of the loan, ex: 2017 
2. Second number indicates the sequence of the loan entering the Museum’s custody, ex: 

2017.1 
3. Third number represents the number from which the loaned objects lies within the 

collection entering the Museum’s custody, ex: 2017.1.1 to 2017.1.4 
 
 
PASTPERFECT 
 
The Guam Museum currently uses PastPerfect 6.0 as its main collections management system 
for documenting accessioned works.  The Curator is responsible for maintaining and updating 
information with support from the Collections Department.  Only authorized personnel is allowed 
to make changes into the system with permission from the Curator, who will act as the 
responsible agent for all actions taken within the system to maintain quality and intellectual 
control. 
 
Volunteers, interns, and temporary staff members assigned to the task of updating information 
into PastPerfect must do so with limited access.  PastPerfect and other methods of digital 
containment will retain certain restrictions regarding access to private personal information 
and/or other confidential information, such as financial information, storage locations, and 
security systems. 
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PastPerfect will be the main database system for cataloging and tracking objects.  It is the 
ultimate goal to have the entire Museum collection cataloged into the system.  A complete 
catalog record will include an accession number, object identification, object title and 
description, measurements, condition reports, locations, provenance and/or provenience 
information, and accompanying images. 
 
The Guam Museum has experienced a backlog in data entry of all objects and cataloging 
information.  The Museum will work on prioritizing objects to be entered into the database.  The 
Curator may decide to enter information chronologically, with objects with appropriate 
documentation accessioned recently first and working backwards while reconciling information. 
 
Back-Up Data/Systems 
 
The Curator will be responsible for ensuring that all data regarding PastPerfect and other 
important digital documents, records, and/or spreadsheets be backed up at least once a month 
to maintain the data is secure and safe. 
 
Location and Movement Control 
 
The Guam Museum is responsible for accounting for and tracking objects in its collection.  
Location and movement controls allow the Guam Museum to quickly search for objects and 
reduces the likelihood of misplaced, lost, or stolen objects. 
 
The Curator is responsible for maintaining a system for tracking and recording locations for 
objects and related material.  The Collections Department will use PastPerfect and hard copy logs 
to record locations and movements of all objects left in the Museum’s care. 
 
Inventory 
 
The Collections Department is committed to maintaining accountability and preservation of the 
Museum’s collection; one of the most important ways for this is through regular inventory.  
Inventories allow the institution to focus resources on individual areas in need and utilize 
resources more efficiently and effectively. 
 
Inventory will allow the Collections staff to document areas of the collection that need 
conservation treatment, that are missing or lost, are undocumented but held in custody, need to 
be returned to donors, that are potential objects of value, and that are deemed missing, lost, or 
stolen that are now found. 
 
The ultimate goal towards regular inventories is the ability to provide current information on 
each object, location, status, and condition.  The Curator is responsible for prioritizing needs and 
drafting recommendations before the Board of Advisors drawn from results of the inventories.  
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The Guam Museum shall do its best to perform a complete inventory and document the location 
of every object that is or should be in the Museum’s custody.  After the completion of an 
inventory, the Museum will participate in a partial or random inventory, selecting samples of the 
collection to inventory without using up resources and means required for a complete inventory. 
 
A proper inventory will include accession or unique museum numbers, unique identifying 
information about an object, current locations, staff initials of who completed the inventory and 
dates of when it was completed, brief condition assessment, image capture when necessary, 
dimensions, and potential storage or conservation needs. 
 
Authorities 
 
Scheduling: Curators are responsible for scheduling regular inventories and providing standards.  
The Collections Department will work together to perform these inventories and record findings.  
The Curator is also responsible for scheduling the use of PastPerfect among the Collections staff. 
 
Maintenance: The Collections Department will be responsible for collecting, filing, and securing 
all pertinent documentation.  The Collections Department will also be responsible for appropriate 
use of PastPerfect. 
 
 

ACCESS AND INTELLECTUAL PROPERTY 
 
Defining Access: Access may be referred to the physical use and limitations to use of the Museum’s 
collections and related information. 
 
Defining Intellectual Property: Intellectual Property refers to the legal rights to original inventions, 
ideas, or objects.  These rights may hinder or allow certain public use of said inventions, ideas, or 
objects. 
 
It is imperative that the Guam Museum allow specific appropriate and necessary access in order 
to uphold the Museum’s mission statement and values.  The Museum recognizes its authority as 
a holder and user of intellectual property rights that comes along with holding a diverse collection 
in public trust.  The Museum seeks to advocate and promote education through the means of 
access to its collection. 
 
The Guam Museum’s Collections Department controls all access to its collection, from the 
outside public to researchers and other Museum employees.  Access is controlled through means 
of authorized use and protects against damage, loss, and theft. 
 
The Curator is responsible for fielding reproductions and publication requests.  The Curator shall 
research restrictions and make a recommendation for approval with the Board of Advisors, 
whether the request serves the best interest of the Museum and its community.  The Museum 
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must do its due diligence in determining the appropriate status regarding copyright and 
reproduction rights.  Full credit must be given when stated and all property under the title of the 
Guam Museum will be retained in written form as well, which includes objects on loan or for 
publication purposes. 
 
The Guam Museum will make decisions regarding access to objects in temporary custody unless 
full title has been granted with no restrictions regarding rights for public access. 
 
The Museum will practice best professional museum standards when approving or denying 
requests for access. 
 
The Guam Museum may deny the use of objects for certain publications.  Some of the criteria 
which follow justifiable restrictions are outlined below. 
 
 
CRITERIA FOR RESTRICTIONS 
 
Donor 
 
Some collections or objects were gifted to the Museum with the stipulation that the collection 
or object(s) not be photographed for distribution or publication.  Other restrictions stipulated in 
Deed of Gifts may affect the approval or rejection motion by the Board of Advisors. 
 
Unclear Title 
 
Objects without clear, full title may warrant restrictions in regards to public access or 
publications. 
 
Unsound or Dangerous Condition 
 
Objects in structurally unstable condition, or objects posing hazardous risks, will not be readily 
available for public access to maintain the safety of humans, other objects, and the object itself. 
 
Culturally Sensitive 
 
Some objects with culturally sensitive value may hold restricted access on the grounds of ethical 
and moral means. 
 
 
PROCEDURES FOR RESEARCH ACCESS 
 



SEARCH June 2017 
Guam Museum Collections Management Plan Final Report 

45 

1. Researchers must submit a written document outlining the use and purpose of the 
research request or complete a Research Request form at least two (2) months prior to 
the requested access date. 

2. The Curator will decide whether to approve or deny the request.  The Curator will 
consider the purpose of the request, ability to locate the objects, the physical condition, 
potential risks due to exposure, and the requested date. 

3. Approved requests will result in correspondence regarding a scheduled access date and 
the completion of a Research Agreement form.  The researcher is required to approve, 
sign, and mail back the document to the Museum. 

4. The Curator will send a Research Agreement form to the researcher.  The research is 
required to approve, sign, and mail back the document to the Museum. 

5. At the time of the scheduled appointment, researchers are asked to provide a form of 
identification with them. 

6. The researcher must be accompanied by a member of the Collections Staff at all times 
when in the presence of objects. 

 
 
IMAGES 
 
The Guam Museum allows approved individuals to take photographs of objects for personal 
reasons.  Permission must be granted by the Museum Director or Curator for an individual to use 
tripods or other lighting equipment to accompany the photography.  Objects on loan to the 
Museum will require joint permission from the lending institution. 
 
For education or research purposes, photographic reproductions of objects will be allowed if the 
photographs are pre-approved and provided by the Guam Museum.  Reproductions must be 
presented with proper acknowledgement and credit to the Guam Museum. 
 
 
RIGHTS AND REPRODUCTIONS 
 
Defining Rights and Reproductions: Refers to ownership of intellection property rights regarding 
objects within the Museum’s collections.  Typically relates to copyright and trademark. 
 
The Guam Museum shall make all efforts to determine copyright ownership before approving 
reproduction requests.  Not all copyright ownerships will be clear; the Museum will use best 
judgement when deciding how to proceed. 
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Copyright and Trademark 
 
The Guam Museum must be able to prove copyright before approving requests for reproduction 
of an image of an object.  The Museum will ensure that proper credit is given to the appropriate 
source and maintain ownership status to the rights it does indeed hold. 
 
Digital, Image, and Copies 
 
All content including digital, image files, and copies are the property of the copyright owner or 
the Museum.  The Museum will receive credit for all content and will prohibit the copying of the 
content unless regulated under “Fair Use.” 
 
 

REVIEW AND REVISION 
 
This Collections Management Plan should be reviewed and updated every three (3) years by the 
Board of Advisors.  The Guam Museum Director and Curator will be responsible for any revisions 
or changes to the Plan.  The updated Plan must meet the final approval of the DCA Board of 
Trustees. 
 
Any immediate or outstanding changes to procedures within this document must be updated 
and/or amended by the Curator upon approval by the Board of Advisors. 
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